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MEMORANDUM FOR: Director of Logistics 


FROM: Harry E. Fitzwater 

Deputy Director for Administration 


SUBJECT: Uniform Planning Procedures for the 

Directorate of Administration 


1. You are hereby requested to prepare a short five-year 
plan, outlining Office goals an d e stabl ishing Of fice objectives^ 
to attain these goals. The plan establ jTsEed For your Office must 
be flexible and, to the extent feasible, integrated with the 
program and budget. 

2. The Office five-year plan should take the form of a 
relatively brief document (no more than 6-8 pages). It should 
del ineate the primary goals which your Office will pursue over 
the he iftT i ve yea r s . Attachment A is the format to be used. I f 
your Office already publishes a planning do cument in a d iffe rent 
roTmrST: pTease ext ract Fe levant i n foFmalTi o n . but do not write a 
nevr^pl-aTr r ATt acnmehTT - B~Ts~ - a list of Directorate goals for your 
guidance. Your O ffice goals should be shaped to support the 
accomplishment of the Directorate goal g. Attachment C is a list 
of planning assumptions that were considered in the formulation 
of Directorate goals and which may be of value in drafting Office 
pi ans . 


3. You are requested to select those goals which should be 
tracked during the initial year of the plan and to establish 
milestones which will be. achieved on a quarterly basis. After 
your five-year plan, first-year tracking objectives, and 
milestones are approved, we will meet with you and your officers 
on a quarterly basis to discuss progress and problems. The 
milestone chart (attachment D) will be used to track your 
component's accomplishments. Conferences will be coordinated by 
the Planning Officer, DDA/ MS , who will also publish the minutes 
of each conference. Action items which result from the 
conferences will be addressed in the minutes. With your first 
submission, please identify a focal point for your planning 
activity. Presentations at the conferences will be given by 
officers responsible for the given objectives. Conferences will 
take place in your area. 
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4. I believe that these procedures are relatively simple, 
minimize paper work, and hopefully will assist both of us in 
carrying out our respective responsibilities. The planning will 
provide me with a better understanding of our activities and 
problems. It will also allow me to meet and assist in the 
prioritization of our goals and objectives and it will serve as a 
mechanism by which we can have a continuing, meaningful dialogue 
regarding the accomplishment of our mission. 


5. Please submit your propo sed Office plans 
year objectives and milestones) t 
Officer, DDA Management Staff 
1981. 


(with first- 
, Planning 
by 1 December 


§TAT 

STAT 


Hari'y E. 


/ 


Fitzviater 

i/ 


k- 


At t achments 
As Stated 
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Attachment A 


Suggested Outline 
Office of Logistics 


I. Introduction 

II. Assumptions 


Brief description of the projected environment in the 
years covered by the plan 

III. Goals 


Major efforts to be undertaken by the Office over the 
next 5 years in order to meet the DDA's objectives 

IV. Objectives 

A list of those critical activities which the Office 
will undertake in order to meet its stated goals 

V. First-Year Schedule 


Delineate and forecast accomplishments and tarqets bv 
quarters 1 


VI. Resource Implications 


A lisUna_of_yi.ej nost critical budgetary i mplications 

1 u ed J? the °. ffice ' s objectives. This list should concentra 

.upc om ina_jorogr a m year. Detailed b ud ^itarV 
should k g_av oided . If there are stafTfinq probTernsT 
occur over the period of the pla~ theSe p^bTTms 
should be briefly outlined in this section. 


SUBMITTED: 

Office Director 


APPROVED: 

Deputy Director for Administration 
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Attachment B 


1. Personnel is the single most important resource of the 
Directorate. Consequently, our primary goal is to create a work 
environment wherein our people are encouraged to develop as 
individuals and are given opportunity to attain their fullest 
potential. We must manage an effective career development system 
which is multi-faceted, maximizing the potential of the employee 
as well as his/her contribution to the Organization. Each Office 
shall establish a dynamic personnel management process which 
provides effective career management for all employees. This 
process will respond to the changing needs of the Agency and the 
intelligence profession; develop programs which meet component 
needs; and establish realistic succession planning for senior 
management positions. EEO, affirmative action programs, and 
training shall be incorporated into this goal. 

2. In conjunction with our primary goal and of equal 
importance, each Office shall instill in its employees a renewed 
sense of discipline and dedication to the high standards and 
principles espoused by the Agency, particularly in the areas of 
personal integrity and security. Our objective is to stop the 
deterioration in security attitudes which have eroded the 
effectiveness of our mission over the past decade. In addition, 
we must rekindle . an esprit de corps, a teamwork approach, and a 
deep sense of pride in self and mission accomplishment to sustain 
our personnel, not only throughout their Agency careers, but also 
during their post employment years. 

3. Maximize the effective utilization of existing facilities 
and space while taking appropriate action for additional needs, 
f^ch manager shall give special attention (over and above the 
general scope of Logistics’ responsibility) to the cleanliness 
and safety of the working environment. There shall be a clear 
recognition of the interdependence of health and safety on our 
productivity. The working environment shall be managed and 
maintained in such a manner that it is conducive to improved 
morale and that it enhances the efficiency of our activities. 

4. All Directorate activities shall be conducted in an 
efficient manner with emphasis upon streamlining records 
holdings, reducing waste, avoiding duplication of efforts, using 
cost savings techniques, and maximum utilization of existing 
resources. To accompl ish this, we must anticipate and 
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aggressively pursue developing requirements and formulate 
improved mechanisms for inter-and intra-Di rectorate coordination. 

5. Make preparations for supporting unanticipated world- 
wide intelligence demands and requirements caused by a surge in 
collection and/or analysis efforts. 

6. The Directorate will pay appropriate attention to 
utilizing R&D programs to exploit ' • state-o f-the-ar t ' ' 
capabilities and to ensure that Directorate support is second to 
none. We must also ensure proper planning for the 
recapitalization of resources so that the Directorate will 
fulfill projected missions and functions in a modern and 
efficient manner. 

7. Establish Disaster/Emergency Planning which focuses 
attention on contingency planning and develops mechanisms and 
procedures which will maintain essential support capabilities 
under adverse conditions. The Directorate must prepare for the 
continuity of essential functions during periods of national 
emergency and for the relocation and/or reconstitution of Agency 
elements. 

S. The Directorate's mission in providing services of 
common concern in a prompt and efficient manner must be 
emphasized. Directorate support activities must be responsive, 
innovative, and timely. Our support endeavors will enhance, not 
impede, the efficiency of Agency operations and assist the accom- 
plishment of its mission. 

9. Eliminate those areas of duplication which occur in 
providing services of common concern. Particular attention 
should be paid to services provided to our Agency by other 
government organizations. In addition, identi fy" those areas 
which could be performed more efficiently by contracting to the 
commercial market. 
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Attachment C 


STAT 


ASSUMPTIONS 


1. During the next five years, it is likely that the Agency 
will experience a continued growth in requirements. As a result, 
the Directorate may expect increased demands for expanding 
services. We may expect the resource base of the Directorate to 
increase, however, there must be continued emphasis on cost 
effectiveness and efficiency. 


2. Anticipated requirements which may call for expanded 
administrative support are: increase in the Agency's population 


Community activities, and increased utilization of information 
handling systems. 


/ 


e 


3. While we may experience some minor adjustments within 
our current Directorate structure to adapt to changing and/or 
expanding requirements, there will not be any major reorqaniza- 
t i o n s . 


4. A surge capability for quick responses to unanticipated 
intelligence demands will be needed and it will require a support 
structure which is equally flexible. 

5. Covert action o pe rations will receive increased em ph a s i s 
from the policy makers; an effective capability in this area will 
be developed which will require significant support from the 
Directorate of Administration working closely with the 
Directorate of Operations. In addition, we will be required to 
support quick-reaction, antiterrorism capabilities. 

6. As new technical collection systems continue to be 
developed, the Directorate will be called upon to support 
additional general contracting activities, ground stations, and 
logistics sys terns. 

7. Activities in support of a new building on the 
Headquarters compound will continue.' 

8. The emphasis on increased analytical capabilities 
(languages, country expertise, amalgamation of multiple-source 
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data) will continue and will require additional administrative 
support in terms of training, physical plant, equipment, etc. 

9. The Agency will adopt a multi-year, target-oriented 
program approach as a budgetary strategy. Support resources will 
be incorporated into a total program concept. 
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n - Scheduled 
- Actin' 


O' 'i co : 

( 7o j ec v ivc S ba tenon t : 

:■ ■ ? o;*ons ibl c Of f icer : 
Significant rXir/ding Arn ouni: $ 
Date Submitted : 
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